Getting Started with Referenceware®

This guide introduces you to the features of Referenceware with step-by-step instructions.

Referenceware provides complete access to the full text of books, vendor documents, research reports
and more. You can easily and quickly locate and read content, add bookmark and notes, and organize
books and other documents of interest according to your own personal preferences.

1. ACCESSING THE SITE GBack ~ = - (D 74 | QA
& You will need the username and password you received in your

‘Welcome’ message in order to log into the site Address | v books24x7.com A)
A. Enter http://www.books24x7.com into the address box of your

browser

< If you have previously logged in and have auto login ~ logn
enabled, you will go directly to the My Home page,
see below.
B. On the login page, enter your username and password
& If you do not remember your username and

User Mame:

waord:
password, click the Forgot your login information? ]
link. You will be asked to enter the email address with e
which your registered. Forgot your log in information?

C. Click LOGIN ou agree to the terms of
Membership

- Your Starting Point

On the ‘My Home’ page you can: e
Conduct a search (go to Step 2, below)
Browse topics (go to Step 3, pg. 2) o g
Create and manage new folders (go to Step 4, o — Tour e pontforfinding Beot: e b e o=
Pg. 2) S S —
Access bookshelf folders (go to Step 5, pg. 3) e R pew— e e
View lists of New Books recently added, Top :’::I“ s P S ——
Books, the most popular among the Books24x7 iy oy e || "
user community, and a ‘History’ of the last books ooce
you accessed with links to the last page viewed Browse Tools: @ ?) Tips pooreme

< Browse Tools, available in the top navigation bar - ses

of every page, help you to quickly and efficiently
perform many tasks. The Browse Tools that are displayed depend on where you are and what

functionality is available to you. To view all browse tools and to familiarize yourself with their
functions, click on 2 Tips

Chris Jones | Company

2. SEARCHING FOR BOOKS =3 © e
. PlocouT  @PsUPPoRT  Search All Books Al Callzctions _» || GOJ
A. In either search box, enter a word or My Home o [ De
phrase
Default N R - Browse Topics
B. Choose search options to narrow your g " o for finding backs. View by: [Temmical Topis =]
Sear'Ch Search [> Business and Culture

iz, authar's name, publisher of ISBN

R New Books
Click
Harrow your search ‘ Choose a collection

History & AllBooks & Al Collections
full text search on all books B e
i Titles, Authors, Publishers and ISBR

[ Certification and
tompliance

[ Databases

> Desktop & Office
Applications
Manage Folders [* Enterprise Computing

€ BusinessPro [» Graphic Design &
catalog search only & OfficeE ial
My Bookshell ieeEssentials [ Hardware

full text search of all books on the > 1BM Radbooks
bookshelf (including subfalders)

[ Networks & Protocals

[> Operating Systems

[> Programming Languages

[ ReferencePaint Suites

Referencewans
For Professionals
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C. Search results list most relevant books and
most relevant sections within books. Click on
a top section link to go right to the chapter

section ?;;rt::o:::::u for query: risk management My Home Falders
@ You can continue to refine your search focke[1:10] 1120 2440 db-.. (of 153} e

results by entering a new search term and
restricting the search to just ‘Current Book
list” via the pull down option in the top

io

Browse Topics

Views by [EERETERGETSN -

[ Dusinsas skilla

[ Corporats Cave Studies &

iors and pra) ——

[ Ireployes Training &
Top Secthon Hte (o1 13 inthe book) Duveloprment
search bar B L e vt ok s e (kMg s P b ot
IAII Books ”ﬂ = :uﬂmm:mw B Cangriansountat

Em Chagter & Step 5 1

[ tuman Resources

Brtlewart Chapters o e Tabe of Cordrets

i P intormational Business

[ Harketing & sales

[+ pvapect Mansgement
g [ Quity aed Mansfac turing
12 Hanagemant

B Technology in Business

3. VIEWING CONTENT

A. Navigation aids link to your results list, book’s I
table of contents, and previous and next —
chapters
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B. Sections links jump
to the various
sections within the

Account Info

= e M risk. management = || All Collections =

Browse Tools (&=l 2 Tips

Cha pter Chapter 1 - What is Risk and How is it Managed?
(ad Proactive Risk Management
Releva ncy ba rs * Oenien by Preston G. Smith and Guy M. Merritt
|ndlcate most + Example of Project Risks Broductivity Press @ 2002

Risk Management and

pertinent D; et
B What Is 3 Risk?

S?Ctlons "y Compans e n P — : —
C. Readlng meter * The Antithesis of Risk
indicates progress

Management: Firzfighting Risk Management and Product Development
* How Much Risk

Management? Risk management is a fundamental component of project management. The Project Managernent Institute (PMIE) lists the
* Rish A an Ally rnanagement of risk in their Project Management Body of Knowladge (PMBOKE) as one of nine knowledge areas, along with the
th roug h the bOOk * AMitudes Toward Rise D agement of project scope, cost, and schedule. Project managers are thus trained to manage risk as an integral, ongoing part of a
H . g ct, not just as an afterthought or when risks begin to disrupt progress.
D. Search hits are L
. . s i ? ink this with the fact that we carry out product development as projects. Generally, each new product has a project associated with it
hlg h Ilg hted In sorme companies, the connection between projects and product developrnent is implied, but in others, the leaders of projects are
- actually called project managers. Companies recruit individuals with project management skills and alsa train their own people in these
& Sea rCh h |t skills so that development projects run more smaoothly. It would be difficult to imagine a product develapment effort that did not have the

project manacgemer

hlghllghtmg can a schedule. a statement of scope. and a budoet associated with it
be turned off/on by clicking the Browse icon @

4. BROWSING TOPICS Browse Topics
A. In the Browse Topics box on the My Home page, click on a topic to Viewby: [Technical Topics =]
see |ts Subtoplcs Business and Culture

Certification and

= Not on My Home? Click £ in the top bar P compliance
< If you have access to more than one b Databases | A
collection, choose the topic view of the View by: [Tadhmical Tapi b poskeop & Office
collection you want to browse D Ty
B. Click on a subtopic sic Design &

Chris Jones | Company nedia

to see a list of

are

books
- |[21l collections = tedbooks
Browse Browse Teols: [0 2 Tips orks & Protocols
Technical Topics: Databases My Home Folders ating Systems
Subtopics: Choose Folder = -amming Languages

* ACCESE (25) B + Database Design @1 * FileMaker Pro ) Point Suite.
+ Data Mining ¢z + Database Management 0y + Microsoft SQL s [encetoint suites
ng &0

+ Data Warehousil * DB2 (1) * Oracle @z) Browse Topics ity

wiew by: [Technical Topics = are Engineering

> Business and Culture
| Gertification and ommunications

tompliance ;
Programming £

< Databases
lopment

Data Mining
Data Warehousing
Database Design
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C. Click on the book’s title to view its bool
co ntentS P LoG cuT Q) slerorT Search: All Books

D. At any point while browsing, you can Brovise o o (1] 2o
select another toplc/subtoplc tO Technical Topics: Databases - Access My Home Folders
brOWSe Books: [1-10] 11-20 21-25 (of 25) Chooes Folder
5 =4 Microsoft Access YBA Programming for the Absol
m!‘:l“f""""’\“m :E‘;z:::\ vine N:1592000399 Browese Topics
EE a D:’ eeeee Press @003 (323 pages) wiew by: [Technical Topics «
& concomniionimn, s
fackle. Compliance
@
Beginning Access 2000 YBA
by Robert Smith and David Sussman 15BN07R4543630
Wros Press @ 2003 (864 pages) FileMaker Pro
O A A o o S Fcrosafe SQL
knowledge of Access to learn how to program in WBA, e e
5. CREATING AND MANAGING BOOKSHELF FOLDERS .
|
& You can create bookshelf folders from the My Home page or A
on-the-fly as you decide to add books to your bookshelf - See Browse Tools: 21
Step 6
A. On the My Home page, click on the Manage Folders icon in the Browse Tools
On the Manage Folders page, you can: I

Create a new folder
Empty the contents of any folder

Rename folders you've created s ekt a3t B

Delete folders that you‘ve created _

@ You cannot delete or rename the o s @Ef e Name: serct
system-generated Default folder o

Contains [{] 0 Books

Manage Folders

B. Create a new folder by typing in a folder % Dookmarks
name and clicking Add

C. The folder is added to the Bookshelf Folders e O S I
list and to the Edit Folders list f ot

D. Click on the folder name to rename or delete it Myfpr;m MenaseooiShelfRaliers 7od o Fder:

E. To rename, enter a new name and click Rename C Edit Folders

F. To delete, select the Remove Folder radio search Name: Default

Default
button and click Update f::: - )My brojects

Contains 0 Books

Manage Bookshelf Folders Add a Folder: | Add
@Edit Folders
Default Name: I:l:l'":'"l:jecis \]?)
My Projects
contains [i] 0 Books

B 0 Bookmarks

F ) % Remove Folder

Update

Fon
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6. ADDING BOOKS TO BOOKSHELF FOLDERS
< You can add a book to a folder from any book list or from any book content page

A. Click on the ] icon located next to the title on a search results list or topic list and located in the
browse tools on content pages.

Chriz Jones | Comp

My Home

Search:

All Books

<[ min collections |

Browse Brouse Tools @ ) Tips Chrig Jones | Campany

Technical Topics: Databases - Access My Home Fo

Books: [1-10] 11-20 21-25 (of 25) A Choose Falds
Browse Tools: 5, = 7
N _ PEEEEEECRRT
=4 Microsoft Access ¥BA Programming for the Absolute
Voo Beginner i i i
%.:E;gﬁ.\% by Michas! vine |SBN- 1502000308 Browse Top Cha.ptt.ar 3 - Introduction to Event Driven Programming
'''''' - Premier Press @ 2003 (228 pages) View by: | Tec Beginning Accsss 2000 VBA
In using this text, will acquire the skills that you need for mare practical [* Business : by Robert Smith and David Sussman
Access VBA programming applications and will learn how these skills can be e Wrox Press @2003
put to uze in resl-yord scensrios 2nd the next programming language you Certificati
e Complant ®
® ¥ Database:
Access I
4 Previous B *

coount Info

Settingz

B. On the Manage Book page, either
select an existing folder in which
to place the book, or

C. Create a new folder by entering a
name. =% Microsoft Access ¥YBA Programming for the Absolute P=ginner

D. CIle Update B rtonewl_\(.:)_folder

All Books || Al Colletions =

Browse Tools: @@@ '_?) Tips

fau

E. An open book icon @ replaces the folder icon on the book list or content page and lets you
return to the Manage Book

Hrowse 1ools: &@M u L) Tips

page where you can: ]
1. Move the book to another Manage Book
folder

=%|Microsoft Access ¥BA Programming for the Absolute Beginner

2. Create a new folder in which |
to move the book
3. Keep a copy in its existing

folder . " Remove book from |[Defsult ~| folder [ and delete bookmarks
4. Remove the book from its 4

existing folder & delete pdate J

bookmarks

Back
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7. ADDING BOOKMARKS AND NOTES
< Bookmarks can be added on any content page.
@« Icons for adding bookmarks are located in the Browse Tools bar

A. The Q‘ icon adds a quick bookmark without leaving the content. The book with bookmark is

placed in the Default folder for easy access.
B. The E‘H icon adds a bookmark and lets you:

1. Select the folder in which to place the :
book or create a new folder B ) All Callections

All Books A
2. Creat | label for the book k : .“ _
5 Agteaacr?:rl?sgzona abel Tor € DooKmar Bromse TDDIS.EI E @"ﬁ ‘_?JTlFIS
4,

Click Create when done

Halp

cecunt Info

Saftings

bles in Access Projects
s Jones | Company [Microsoft SQL Server
Micaol

Search:

ez Tools: (I 0] [Z] 2) Ties

Bookshelf Folders
Default Create Bookmark Note
.
My Projects B Microsoft Access Projects v rosoft SQL Server
Add book to | Default ~| ortonew I folder
Search Section Chapter 5 - Tables in Access Proje \
Mew Books Label [chapter 5 - Tables in Access Proj. 2' '
Top Books Notes |- 04 information on tables. =]

History 3' )

Manage Folders

e 4:) -

Cancel

Set your Personal Preferences

User Information

8. SETTING PERSONAL PREFERENCES

Select from the Top bar °

On the Settings page, you can:
A. Change your personal information
B. Change your auto login preference
< By deselecting auto login, you will have to enter
your username and password each time you e Security Options
come to the site.
C. Change your email options

UserMame:  Clones (eannot be medified at this time)

Pasaword Hote: 4 character minimum length

Confirm Pagsword.
Firgt hame:
Lasthame: |lones

E-Mail Address:

Collections

 ITPro + BusinessPro W OfficeEssentials

I~ Store login information on my computer for automatic login

E-Mail Options

D. Change your display options including which I ey e e s
bookshelf folder automatically opens when you go G Hew bock s-mal format. [FTRL v ks =m ez |
to your My Home page @ oot ot

¥ Promotions

Display Options

a “ry Home" foldar [Seareh -

[T Display Browse Tools using large icons
W Show book covers

Sortmy books by: [Tithe (alphabatically) =] applies to buokshelf folders anly




